HEADQUARTERS
UNI TED STATES EUROPEAN COMVAND
UNI T 30400, BOX 1000

APO 09128
STAFF MEMORANDUM 30 Cctober 1997
NUMBER 5-9
ADM NI STRATI VE MATTERS
HQ USEUCOM STAFF ORI ENTATI ON COURSE
1. Pur pose. This Staff Menorandum provides policies and procedures

regardi ng the HQ USEUCOM Staff Orientation Course .

2. Applicability. This Staff Menorandum applies to all directorates/
staff offices of HQ USEUCOM associated units, and the USAREUR 6th Area
Support Goup (6th ASG .

3. Internal Control Systens. This Staff Menorandum contains no
internal control provisions and is not subject to the requirenents of
the internal managenent control program For HQ  USEUCOM and

subordinate joint activities, the applicable internal control directive
is ED 50-8, Internal Managenent Control Program

4. Suggested | nprovenents. The proponents for this Staff Menorandum
is the Secretary Joint Staff. Suggested inprovenents should be sent to
HQ USEUCOM ATTN:. ECJS, Unit 30400, Box 1000, APO AE 09128.

5. Ceneral. The Staff Orientation Course is designed to provide all
newly arrived HQ USEUCOM military and civilian personnel wth an
overview of the mssion, functions, organization, and staff procedures
of HQ USEUCOM

6. Responsi bilities.

a. Secretary Joint Staff:
(1) Exercises staff supervision over the Staff Oientation Course.

(2) Coordi nates staff presentations to be made at the Staff
Oientation Course.

(3) Schedules date, tine, and facilities for the Staff Orientation
Cour se.
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(4) Notifies activities of scheduled Staff Oientation Course and
conpil es names of attendees from activities.

b. Directorates/Staff Ofices:

(1) Schedule newy arrived personnel to attend the Staff
Oientation Course when notified by ECIS and ensure personnel attend the
first available Staff Orientation Course after their arrival.

(2) Provide briefers and support personnel for their briefers for
the Staff Orientation Course, as required.

7. Pol i ci es.

a. A Staff Oientation Course for new action officers wll be
conducted normally every other month with extra briefings schedul ed
during the sumer rotation period. Newy arrived personnel assigned to
HQ USEUCOM in the grades of Lieutenant/Ensign through Col onel/Captain
and equivalent grade civilians are required to attend the first
available Staff Olientation Course after their arrival. Non-
conmi ssioned officers may attend if their duties involve action officer
functions.

b. Attendance by personnel in other units on Patch Barracks which
support HQ USEUCOM is not required; selected personnel may attend, if
desi red.

8. Noti ficati on Procedures.

a. ECJS will notify directorates, staff offices, and other
activities in witing (or via S/ILAN) when a Staff Orientation Course is
schedul ed. Directorates, staff offices, and other activities wll
provide a consolidated listing of attendees to ECIS who will publish a
listing of attendees prior to the Staff Oientation Course. Additions
to this listing will be mde in witing (or via S/LAN to ECIS.

Deletions to this listing will be approved in witing (or via S/ LAN) by
the director/officer chief with an information copy to the Chief of
Staff and ECJS.

b. Concurrent with the notification, ECIS wll advise those
directorates/staff offices which provide briefers of the next schedul ed
Staff Orientation Course and a tentative schedule will al so be provided.

9. Security Cearance. Al attendees nust possess a SECRET or higher
security clearance.
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10. Cont ent .



a. The content of each Staff Oientation Course is shown in the
briefing schedul e at Appendi x A

b. Directorates/staff offices desiring to anend the content of the
briefing schedule nust obtain approval from the Chief of Staff. Such
requests will be coordinated with ECIS prior to subm ssion.

11. Briefing Requirenents. Directors or Deputy Directors will present
their directorate' s/staff office's portion of the orientation briefing
if avail able. If neither the Director nor Deputy Director is present,

the presentation may be nade by a senior division chief.

FOR THE COMVANDER | N CHI EF:

DAVID L. BENTON |11
Li eut enant General, USA
Chi ef of Staff

SUSAN M MEYER
LTC, USA
Adj ut ant Gener al

DI STRI BUTI ON:
P
Appendi x

A-Staff Orientation Schedul e
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DAY

Day 1

Day 2

Day 3

TI ME

0800- 0805
0805- 0820
0820- 0910
0910- 0920
0920- 0950
0950- 1010
1010- 1020
1020- 1050
1050- 1110
1110- 1200
1200- 1220

0800- 0820
0820- 0840
0840- 0900
0900- 0920
0920- 0940
0920- 0930
0950- 1010
1010- 1030
1030- 1040
1040- 1100
1110- 1120
1120- 1200

0800- 0805
0805- 0820
0820- 0845

0845- 0900
0900- 0915
0915- 0925
0925- 0940
0940- 0955
0955-1015
1015- 1025
1025- 1045
1045- 1100
1100- 1110
1110- 1130
1130- 1200
1200- 1210
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STAFF ORI ENTATI ON COURSE

SUBJECT

ADM N REMARKS AND | NTRO
CH EF OF STAFF

USEUCOM PRESPECTI VES
BREAK

USEUCOM — THE WAY AHEAD
USEUCOM DELI BERATE PLANNI NG
BREAK

J1/ EO

TSPS

SIS

ETCC TOUR

ASSI STANT CH EF OF STAFF
PCLI TI CAL ADVI SOR

SOCEUR
6™ AREA SUPPORT GROUP

ADM N RENMARKS

COMVAND SENI OR ENLI STED ADVI SOR
JTF ORGANI ZATI ON, PQOLI C ES,
PROCEDURES AND TRAI NI NG
NAVEUR

PUBLI C AFFAI RS

BREAK

MARFOREUR

USAREUR

USAFE

BREAK

SECURI TY

CHAPLAI N

LEGAL

MARSHALL CENTER

RESERVE AFFAI RS

SURCGEON
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